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SEARCHES/EMPLOYER ACCOUNT HOME 
Introduction 

This section of the document will show how an authorized user can search and 
view the individual employer home pages of assigned employers. Once at the 
employer home page, you will be able to access & perform most of the employer 
functions on behalf of the employer.  However, the functions that you will be able 
to perform will be controlled by the roles assigned to you by the employer. Once 
you are at the employer home page, you will be able to see only the functions 
assigned by the employer. Please refer to the Employer User Guide for complete 
information on all the functions, performed from an employer account.  You must 
contact the employer you are servicing to gain access to a role you require.   

 

Step-by-Step Instructions: 

1. Navigate to the TPA home page. If required, please refer to the section ‘Logging In’.  The following 
page will appear.  

 

 

 

 

 

 

 

 

 

 

 

 

2. Click on the link ‘Searches’. The following page will appear.  
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3. Click on the link ‘Employer Search’. The following page will appear.  

 

 

 

 

 

4. The search results will appear as shown below. Based on your search criteria, one or more 
employer accounts displayed. Along each employer name, the assigned role(s) will also be 
displayed.  Click on the Employer name to go to the home page of the employer.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click here to view a 
description of the roles.  

Click here to view 
the assigned roles.  
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5. The employer home page will appear as shown below. You will be able to perform employer 
functions from here by clicking on the appropriate links. Please refer to the employer user guide 
for the complete set of instructions on performing employer functions.  

While you are at this page, you will be able to go to a different employer account by clicking on the 
link ‘Change Employer’. Click on ‘Leave Employer’ to leave the employer home page and return to the 
TPA home page.  

 

 

 

 

 

 

 

 

 

 

Click here to go to 
TPA home page.  

This area will display the 
available employer 
maintenance functions. 


